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Agency 
Washington County 

Division/Unit 
Public Works/Engineering 

Item No Description Retention 

1 | Minor Bridges (Inspections) 
-contains, but is not limited to inspection report, photos, 
inspection worksheets, structure inventory and appraisal input 
sheets 

Major Bridge inspections 
-contains, but not limited to: inspection reports; same 
documents as minor bridge inspections 

Site plans (duplicate of site plans kept by comm. develop.); 
with the following exceptions: preliminary, final plat, 
applications for zoning, traffic impact analysis 

Capital project files 
-contains but not limited to: drawings, specifications; 
addendums; contracts; proposals; certification of liability 
insurance; pre-bid data. 

Permanent. Transfer 
periodically to the MD. State 
Archives. 

Permanent. Transfer 
periodically to the MD> State 
Archives. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Retain until project is 
completed, plus ten (10) years 
and until all audit requirements 
have been fulfilled, then destroy 

Approved by Department, Agency or Division Representative 

Date June 2 1 , 1 9 9 9 

Signature 

Type Nam 

Title 

... \ / > 

Joni L. . Bittner 

County Clerk 

Schedule Authorized by State Archivist 

Date rJUL 2 0 1999 

Signature 
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Item No Description Retention 

5 General files (subject) 
-contains but not limited to: correspondence, drawings, 
brochures, reports relating to landfills, dams, roads, federal 
aid, transportation, private roads, handwritten notes, surveys, 
spreadsheets 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

6 Studies prepared by vendors: drainage studies, storm water 
improvement studies, pond design 

Retain until updated or 
superseded, then destroy. 

7 Survey books; handwritten survey information by project Retain until updated or 
superseded, then destroy 

8 Right of way files: property, bridges, water and sewage 
-contains but not limited to: plats, deeds, correspondence, 
application for permits, site plans, survey quotes, invoice and 
check copies. 

Permanent. Transfer 
periodically to the MD State 
Archives. 

9 Deeds: recorded deeds, Retain until updated or 
superseded, then destroy. 

10 Drawings/plats - mylar - blueprints - contains but not 
limited to: title sheet, legends, plan profile, general notes, 
stream diversion, modifications, key plan, traffic control 
plans, quad maps, utility plans. 

Retain for 10 years, then 
destroy. 

11 As-Built construction plans Permanent, transfer periodically 
to the Md. State Archives. 
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